Construction/Modernization, New Building, Addition

Tip Sheet for Principals

This is a collection of tips gathered from principals who have been involved in construction projects. This is only the beginning of a list of successful practices. The Division of Construction and the Department of Materials Management and Procurement will work closely with you. We welcome additional best practices to add to this list.

· Become familiar with your plans and the layout of your building.

· Work closely with your on-site supervisors, and treat them as true partners in the effort.

· The last two/three months are especially important.  Make sure you attend all progress update meetings. 

· When you see something wrong, bring the concern to the architect and/or construction project manager immediately.

· Throughout the project, it will be important to talk with principals and administrative secretaries who have gone through this process recently. Site visits to new and/or modernized schools will provide valuable information, especially related to ordering furniture and technology. 
Logistics

· Have staff pack classrooms a quarter (marking or grading period) at a time, starting with the quarter that is almost a year before the move. If you are leaving your existing building in December, pack the third and fourth quarter materials first, then the first quarter materials. If preparing to move back into the new building in the fall, pack first and second quarter materials at the end of the first semester. Pack third quarter at the end of that period leaving only the fourth quarter and personal items for the end of the year.

· For mid-year moves, have your Leadership Team review logistics of building movement (arrival, dismissal, traffic patterns, parking for parents, etc.) months in advance to make sure the plan is ready for the first day back.

· The principal will be responsible for developing new fire drill plans; unfortunately they don’t come with the building.

· Discuss with the physical education staff whether the construction will negatively impact the physical education program. 

Communication
· From the contractor, request photographs that you can share with staff and community throughout the project. In addition, a staff member or PTA representative may want to document the progress of the project on a bulletin board or the school website.
· Keep the community and staff informed on the progress of the project.

Ordering and Budget
· Get staff input regarding the budget. Collaborate and arrive at consensus whenever possible. However, remember the final decision is yours because the responsibility for the success of the project is yours as well.  
· Color code your order: ordered (black), received (blue), and returned (red.)

· Choose muted colors for walls. By the time teachers add colorful posters and student work to the walls, it gets distracting when you start with strong colors.

· Keep excellent records of what was ordered in a file or binder that can be cross-checked with procurement orders.

· Look up procurement orders to make sure the orders were placed.

· For storage rooms that you are planning to use as instructional spaces, check to see if they have white boards in them. If not, touch base with the construction manager to decide where white boards will be placed before they are installed.

· Stay on top of ordering and installation of playground materials. If at all possible, have the pieces installed and ready for children’s first day in the new building.

Furniture
· Request a walk-through of your building with the construction manager or foreman. This will assist you in ordering furniture for the building.

· Order furniture early.

· Order basic furniture; avoid custom colors for desks and chairs.  It is easier to send back     "sand" color furniture vs. special colors.

· Give your teachers a short list of choices (see furniture order form.)

· For classrooms, order the essentials and then have a wish list if there is more money to use after everything is ordered. Prioritize the wish list with your leadership team. 

· Instead of ordering lots of shelving, have it built in wherever possible. It usually results in a better use of space. 

· When selecting furniture, look at custom pieces and not pre-configured pieces because you can get something specific to your needs without buying extras.

Technology
· Confer about technology as soon as possible and set aside additional monies for technology furniture.

· Touch base with the Department of Infrastructure and Operations to see where all data drops are placed in rooms, so that you will know how to configure rooms.
Expect surprises. Every construction project comes with unexpected challenges. Be as prepared as possible, but stay flexible. Remember, you are providing a new learning environment that will better serve students for many years in the future. 

